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UMass e*mpac Reportng Console

The Reporting Console provides a single interface for a user to manage
processes and reports. From the Reporting Console users can view,
monitor and organize processes and reports.

Upon completion of Module you will learn how to:

e Use the Reporting Console

Using the Reporting Console

The new Reporting Console will be available for your use in e*mpac
9.1. While the Process Monitor and Report Manager are still options
to use, the Reporting Console provides a streamlined presentation of
both reports and processes. The Reporting Console allows you to view,
monitor and organize your favorite reports and processes.

Upon completion of this topic you will be able to:
e Set up your display preferences

e Access your reports
» Monitor your run processes

Instructor Notes
Reporting Console:

It provides a streamlined presentation that allows users
to view, monitor, and organize their favorite reports and
processes.

Preferences - Manage your display for reports and
processes.

My Reports folder - Intended to alert users and provide
access to newly shared reports

My Process Requests - Provides a list of processes based
on the preferences you define.

Procedure

Consider this Scenario:

Your goal is to review the components of the Reporting Console.
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Favorites  Main Menu

Productivity

Home Worklist MuttiChannel Console Add to Favorites | Sign out

Personalize Content | Layout @Help
€ Local intranet | Protected Mode: Off “h v H10% v
Step | Action
1. Begin by navigating to the Reporting Console page.

Click the Main Menu button.

Click the Report Center menu.
| (1 Report Center *|

Note: An alternate navigation for the Reporting Console from
the Main Menu is:

Reporting Tools > Reporting Console.

Click the Finance menu.

| E| Finance |

Once you arrive at the Report Center, there is a link for the
Reporting Console at the top of the page.
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Favovntes i Mavaenu > Report Center Finance
2 New Window @He\p E-,/Cusmmize Page =) hitp =]
Dartmouth Financial Reports
Define Scope Query Viewer Batch Reports (RDT) Reporting Console Process Monitor

Departmental Reporting Package
Revenue and Expense Aclivity UMGL7045 SQR
Non-Sponsored Project/Grant Activity Report UMGLT047 8GR
Revenue & Expense Detail Ti 1 Report UMGLT062 SQR e
Open Encumbrance Report UMGL7079 SQR e =
Monthly Trend Report UMGL7100 nVision 0

Departmental nVision Reporis
Revenue & Expense wi Organization Budgets Report UMGLT045 nVision 0
Revenue & Expense wi Appropriation Budgets Report UMGLT045 nVision 0
Non-Sponsored Projects it Activity Report UMGL7047 nVision

Balance Sheet Reports ]
Balance Sheet Report UMGLT046 nvision
Balance Sheet Transadlion Detail Report UMGLT7053 SQR

Other Revenue & Expense Reports
Revenue & Expense Summary wi Approp Budqgets Report - No
oo 70455UM nVision
Revenue & Expense Summary wi Org Budgets Report - No
Eroiects T0453UM nVision
Revenue & Expense wi Org Budgets Report - Projects Only UMGLT7045 nVision 0
Revenue & Expense wi Approp Budgets Report - Projects Only UMGLT7045 nVision 0

Done € Local intranet | Protected Mode: Off 44 v H10% -

Step | Action

5. Click the Reporting Console link.

Reporting Con solgl

y hannel Console Sign out
HAse < &) tps//is-tst erpumasses... = G [42] % |[#W Google R
File Edit View Favorites Tools Help ow (D Help [& Customize Page Ehtp |
— )
b 7 Favorites ‘gﬁepomg e | - - [ dh v Pagev Safety~v Tools~ @+
ar
University of
Massachusetts LTT %L
Add to Favorites
N Favovrvtes M vMeﬂu + Reporting Tools Reporting Console
[_ENemednw @He\p E-,/Custom\zepage Ehﬂp E
Reporting Console
o
%Fref&rence il New EIHQUICKRUH Process Monitor
Dy
Click here to setup display preferences
B4 LY
0of
4 i | 3
Done @ Local intranet | Protected Mode: Off 5 v ®R100% ~

| &
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6. Click the Maximize/Restore button.
m:::ﬂ?s::ts DEEE Home | Workist | MultiChannelConsole | AddtoFavorites |  Sign out
anritas i Mavaanu > Rapnrt\gg Tools > Reporting Console =
@rle'w".”.'m-jaw @He\p \;,/Cl\stnmiza Page :‘mtp
Reporting Console
%Preference EJNEW @Qumkmn Process Monitor Report Manager
Done € Local intranet | Protected Mode: Off “h v ®10% v
Step | Action
7. While the Process Monitor and Report Manager are still

options to use, the Reporting Console provides a streamlined
presentation of both reports and processes. The Reporting
Console allows you to view, monitor and organize your
favorite reports and processes.

8. You will notice there are five navigation links at the top of the
page.
9. The Preference link allows you to set your display preferences

for reports and process requests.

10. Because you can utilize the Report Center for the New and
Quick Run functions, they are not recommended for use here
on the Reporting Console.

11. The Process Monitor and Report Manager links are the same
as the ones you are familiar with on your Run Control pages.

12. The first time you enter the Reporting Console, you need to
setup your display preferences to view the folders for your
reports and processes.
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kist | MultiChann
Favovntes i ManvManu > Reporting Tools > Reporting Console

@Nstmduw @He\p gcusmmizs Page nﬂp
Reporting Console

o
% Preference @-! New [l quick Run Process onitor  Report Manager

Click here to setup display preferences

Done

€& Local intranet | Protected Mode: Off 44 v ®0% v

Step | Action

13. Click the Click here to setup display preferences link.
Click here to setup display greferences|

University of
Al Massachusetts LTT 91

Favovrites i ManvManu > Reporting Tools > Reporting Console

| MuttiChann

View Preferences

Default Folder Process Link Display Option
Tupe Display Order i
e e [P
My Reparts 1 © Name only
@ D iption only
© Name and Description

hy Faworites 3

My Frocess Requests 2

Userd [AWRICE % RmStaws v
Type ‘ ‘Q Name ‘ |Q
Distribution Status Posted -

Last - Days -

Display latest Instance

Process Request Notification
Enabled:

€ Local intranet | Protected Mode: Off fa v ®100%
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14, The Default Folder box lets you select which folders you want

to view and the order of them.

15.

It is recommended to disable the favorites folder for the
following reasons:

* You can save Favorites in the Main Menu.
* You can save Favorites in the Query Viewer.
 Other favorite reports can be found in the Report Center.

16.

To disable the My Favorites folder, click the checkbox in
the Active column.

17.

The Process Link Display Option box lets you choose to see
the process name, description, or both.

In this scenario, you will choose both.

18.

Click the Name and Description option.

O]

19.

The Display Options for My Process Requests box lets you
display your User ID, Run Status, Process Type, and/or
Process Name.

20.

The Display Options for My Reports box lets you select the
Distribution Status to display.

21.

The Show Instances For box lets you display these settings to
folders where report and/or process instances are displayed.

In this scenario, you will show instances that have processed
for the last 10 days.

22.

Enter the desired information into the Number field.

Enter "10".

23.

The Process Request Notification is a checkbox that lets you
choose to receive a pop up confirmation message when a
process is submitted.

24,

Click the OK button.
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Home | Workist | MultiChannelConsole | AddtoFavortes |  Sign out
Favnvntes Ma\nvMenu > Repnrtwlg Tools » Reporting Console
@rdewwmcaw @He\p [/,Gusmmilepage Enﬂp
Reporting Console
%premence gjm @Qumkmn Process Monitor  Report Manager
Hame Type
B [5 my Reports Foider
& [ My Process Requests Folder
Process Instance:3685462 [ i Local intranet | Protected Mode: Off 4a v H10% v
Step | Action
25. Now that you have set up your folder preferences, you can

access and monitor reports and processes in the displayed
folders as necessary.

26. The My Reports folder is intended to alert users to newly
shared reports that are available. The system will populate this
folder in chronological order with links to the reports.

27. Click the Expand button on the My Reports folder.

=

28. For reports that have multiple outputs, the default output will
be to the ""Report Name' link (on this page it is 2133628
Journal Entry Detail R...). Alternate outputs will be posted to
the View link.

In this scenario, a PDF file is the default output.

29. The report that displays is the Journal Entry Detail Report.

Click the 2133628 Journal Entry Detail R... link.
|-E£| 2133628 Journal Entry Detail R._|

30. Click the fin2001_3685462.PDF link.

EIHEEIEH 3585462.F‘DF|
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| {@ https://fs-Itt91. erp.umasscs.net/psreports/fsitial... |
Journal Entry Detail Report =

Favorites - Main Menu > Reporf € NtP e s = = - : oe
v |g‘| https://fs-Itt91. erp.umasscs.net/psreports/fsittal /21 v S “7| X \ \-;l Google p '| p
File Edit GoTo Favorites Help

ReportID: 2133628 x Esnagt B &1 ‘x @ -

Name:

FINz2001 ¢ Favorites | 3 @] Suggested Sites v ] Web Slice Gallery
Run Status: Success .
- v [ g v Pagev Safety~ Tools+ @~

Distribution Details /1

¢ w !

{T? & & ® »s%- /Sign'-

= 5

Distribution Node: RPTDIST | -
© Find -

Name
SQR FINZ001 3685462 log
fin2001 3685462 PDF

€ Unknown Zone | Protected Mode: Off

a -

Action

Click the Close button.

Massachusetts LTT 91

Favovntes i Ma\nvManu 3 Repurtwlg Tools > Reporting Console

Report
ReportiD: 2133628 Process Instance: 3685462 Message Log
Name: FIN2001 Process Type: SQR Report

Run Status: Success
Journal Entry Detail Report
Distribution Details

Distribution Node: RPTDIST Expiration Date:

Name File Size (bytes) Datetime Created

SQR FINZ001 3685462.100 1,945 07/14/2011 12:13:37.186117PM EDT
fin2001 3685462.PDF 1,664 07/14/2011 12:13:37.186117PM EDT
fin2001 3685462 out a7 07M4/201112:13:37 186117PM EDT

Distribute To
stribution ID Type ZDistribution ID
AMRICE

Channel Console

& New Window @He\p E/CusmmlzePage Enﬂp

Process Instance:3685462

€ Local intranet | Protected Mode: Off

a v B10% v
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32. Click the Return link.

33. The My Process Requests folder provides a list of processes
based on the preferences you define.

34. Click the Expand button on the My Process Requests folder.

=

35. Like the Process Monitor, the values in the Status column
will range from "Queued" to "Success". To see a change in the
status column you need to refresh the grid. In the Process
Monitor there is a Refresh button. In the Reporting Console
you can refresh the status by collapsing and expanding My
Process Requests folder.

# J University of
Massachusetts LTT 91

Home | Workist | MuliChannel Console | Addto Favortes |  Sign out
Favnvntes Ma\nvMenu > Reporting Tools » Reporting Console

0 New Window @He\p [,/GusmmllePage & nitp

Reporting Console

o
% Preference gj Mew EQU‘EK Bun Process Monitor Report Manager
Name Type Details Status Run Date/Time
B [ vy Reports Folder
[& 2133628 Journal Entry Detail R Report Instance View |Posted 0714/2011 12:13:37PM EDT
B [ My Process Requests Folder
[#h 3685462 FIN2001 - Joumal Entr Process Instance | View  Processing
Process Instance: 3685462 17zl €& Local intranet | Protected Mode: Off 4R v ®10% v

Step | Action

36. Click the Collapse button on the My Process Requests folder.
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Home | Workist | MultiChannel Console | AddtoFavortes |  Sign out

Favovntes i Mavaenu > Reporting Tools » Reporting Console
|_E| New Window @ Help [,/ Customize Page E hitp
Reporting Console
o
% Preference gﬂ New ﬁuumk Run Process Monitor  Report lanager
Customize | View A1l First 1) 43013 1 Last
Name Type Details Status Run DateTime
B [ vy Reports Folder
F@ 2133628 Journal Entry Detail R. Report Instance View | Posted 07/14/2011 12:13:37PM EDT
B My Process Requests Folder
Process Instance: 3685462 I €& Local intranet | Protected Mode: Off 4R v ®10% v

Step | Action

3. Click the Expand button again.

38. The Status is set to Success.

39. Congratulations! You have successfully reviewed the
components of the Reporting Console.
End of Procedure.
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